






Primary Job Duties / Performance Criteria 

Duty 1: 

Provides effective supervision of the Boston Drug Evidence Office 

Performance Criteria: (Performance is successful if:) 


- All personnel in the evidence section handle samples and records in accordance with specified procedures 

- All incoming samples are numbered and weighed in accordance with specified procedures 

- All sample logs and records are properly maintained 

- Documents and notifies Laboratory Supervisor of errors in chain of custody procedures 


ACTUAL PERFORMANCE 

Progress Review: Exceeds Meets Below Annual Review: Exceeds Meets Below 

Progress Review Comments: Annual Review Comments: 


Duty 2: 

Makes recommendations regarding resources, plans, and procedures 

Performance Criteria: (Performance is successful if:) 


- The number and type of samples issued to the analysts is adjusted to reflect sample inventory 

- Meets regularly with the Laboratory Supervisor, and advises on status of samples 

- Oversees QA functions of the Evidence Office 

- Selects and presents to the Laboratory Supervisor completed samples for chemist's monthly QC auditing 


ACTUAL PERFORMANCE 

Progress Review: : Exceeds Meets Below Annual Review: : Exceeds Meets Below 

Progress Review Comments: Annual Review Comments: 


Duty 3: 

Provides administrative supervision to the Evidence Office 

Performance Criteria: (Performance is successful if:) 


- Adequate inventory of supplies is maintained 

- Provides EPRS of evidence office staff 

- Coordinates evidence office staff work schedule with Laboratory Supervisor 


ACTUAL PERFORMANCE 

Progress Review: Exceeds Meets Below Annual Review: Exceeds Meets Below 

Progress Review Comments: Annual Review Comments: 
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Duty 4: 

Effectively communicates with outside agencies (Courts, Police Depts, Informational inquiries) 

Performance Criteria: (Performance is successful if:) 


- Information on current drug trends is maintained 

- Prepares information before contacting outside agencies 

- Discusses issues with subordinates before they contact outside agencies 

- Returns calls promptly 


ACTUAL PERFORMANCE 

Progress Review: Exceeds Meets Below Annual Review: Exceeds Meets Below 

Progress Review Comments: Annual Review Comments: 


Duty 5: 

When scheduling allows, performs analysis of routine samples for the enforcement of of the CSA 

Performance Criteria: (Performance is successful if:) 


- Analyses are performed accurately and in a timely manner 

- Expert testimony is provided in court to support the accuracy of the analytical findings. 


ACTUAL PERFORMANCE 

Progress Review: Exceeds Meets Below Annual Review: Exceeds Meets Below 

Progress Review Comments: Annual Review Comments: 


Duty 6: 

Informs Laboratory Director of current laboratory proceedings 

Performance Criteria: (Performance is successful if:) 


- Meets on at least a monthly basis to give detailed laboratory and sample status report 

- Routinely emails pertinent laboratory information 


ACTUAL PERFORMANCE 

Progress Review: Exceeds Meets Below Annual Review: Exceeds Meets Below 

Progress Review Comments: Annual Review Comments: 
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